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WELCOME TO LOS TuNGELES CITY COLLEGE, OFF , CAMPUS INSTRUCTIONAL PROGRAMS 



This handbook has been prep ai:ed for your information and guidance. 
It contaifPs information about policies, procedures, facilities, and 
services, ' ^ 

The off campus classes are en extension of our regular college program. 
The same standards are used for course prerequisites and content, for 
grading and scholarship, and for attendance. 'They carry the same 
college credit. ^ 

Your department chairman is available for assistance. The normal* 
channel of communication is through the department chairman to the . > 
Office of J nstruelfioa. ..^ ' ' 

The entJre'staff offers its services to assist ^you in solving /our 
instructional problems. 

OFFICE OF INSTRUCTION James L. Heinselman 

Dean of Instruction 

Dorothy Y. Hata * 
Assistant Dean of Instruction 
Allied Health, Business 
i and Sciences . 



Robert E. Wi Ikinson 
Assistant Deap. of Instruction 
Media and Liberal Arts? • 

Hal C. Stoi?e . ^ 

Assistant Dfii'an of \lns truction 
Instruct! onal Resources 

0 

Harvey S» Wright 
Coordinator of Instruction 

Stanley L. Schal 1 ^ * - > 

Coordinator Career Education 

and Off Campus Instructional Programs 

William M. Vega^ Coordinator 
Outreach and Satellite Centers 

Caquese Chaffin 
Counselor ^v^^ 

Outreach and Satellite Centers 
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'Accidents , 
I 1 Iness or 
Injury 



Bomb Threats 

Damage to 
Plant 

Faci ] i t ies 
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Drugs 

y' 
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Earthquakes 



Emotional ]y 

Disturbed 

Students 

Fi re 



Pol i ce 



\ 



Thefts -and 
Vandal i sm 

EMERGENCY' 
NUMBERS: 



EMERGENCY INFORMAThON 

Notify thjB Office of Instruction as soon ss possible. 
Please call at least 5 hours prior to your class if 
you need a substitute. Every effort wi'll be made to / 
obtain a substitute from the 1 i st provi ded by District. 
Call ext. 285 between 8:00 A. M. arfd 3:00 P. M. 

Call 663-9.IAI, ext. 206 between 3:00 p. fu and 8:00 P. M. 
At 7:30 A. M, a direct line is available - dial 66^-8296. 

Call the Los Angeles City Fire Department Rescue Ambulance", 
Phone number ^83-6721. • . 

Faculty and Staff must report any i 1 Iness. or injury that 
occurs during working hours to the Office of ' Ins truction. 

Notify the Los Angeles City Police Department, phone num- 
ber 625-3311, and the 'Office of Instruction, phone number 
663-91^1 , ext. 206. 



Damage such as water damage, broken windows, etc. , should 
be reported to the- department chairman or to Mr. Wi 1 
Vega at 257"8271 . 



I am 



Call Los Angeles City Police Department, 625-331 1, and 
the Office of Instruction, 663-91AI, ext. 206. 

Get under a desk, table or counter, or stand by a strong 
support such as an rnside wall, support pi liar, or door- 
way. Move away from windows, bookshelves, cabinets, 
glassware and heavy portable equipment. ' STAY IN THE 
BUILDING. Do not run outsjde. 

If outside, run to an open area away from buildings and 
swimming pools. Avoid pcwer lines and poles, and mesh or 
wire fences. , /^""^ 

Call Los Angeles City FPre Department Rescue Ambulance, 
^83-6721. Isolate student by clearing the room. Do not 
use force. Notify the Office of Instruction. 

Dial the Operator (0) and report the location* ^nd extent 
of the fire. Knew the location of fire alarm iJoxes and" 
i extinguishers in your area. 

Los Angeles City Police Department Phone: 625-3311 

Los Angeles City Police Department Phone: 625-3311 

Los Angeles City Police Department: 625-33*11 | 
Los Angeles Xity Fire Department: '384-3131 
Los Angele^ City Fire Departrfient 



Rescue Ambulance: 483-6721 

8 



ERIC 

hmimrjmrfTiaaa 




OFF I CP- OF INSTRUCTION, AD 208 ' ' 

HOURS: 8 A.M. to 10 P.M. Monday through Thursday 
8 A.M. to A:30 P.M. on Friday ' • 
TELEPHONE: 663-91^1, extension 206 

WEEKEND COLLEGE: 66ij-8296* 

MAILBOXES 

The Mail room is located in the south end of Administration BuHding 
on the first floor. Mail is' forwarded to Satellite Centers and l^rge 
off campus centers such as A. I.B. instru<:tors at other locations 
will recei.ve their mail at their legal mai 1 i*ng^addressQS . " 

TIME REPORTS - SALARY ' ' . ' ' ' 

Since your salary payment is dependent upon accurate reporting, please 
report your weekly attendance on the blue time card which you^^should 
receive at the end of each week. 1^ you have any questions about 
payroll, please call 663"9^^^1 , extension 216. 

FACILITIES 

a. Safety 

There is NO SMOKING (or EATING) in cF^ssrooms^ Student safety is the 
obUgation of each instructor. Report potential safety hazards to 
College Police', 663"91^1, extensjon 311. An instructor using hazardous 
equipment in a classroom wi 1 1 inform students of the safety precautions 
to be observed. ^ * 

* — — 

b. _ Office "Space 

Instructor office-space is limited, therefore offices are not usually 
assigned to instructors. Consu-U with Mr. William Vega for possibfe 
desk and cupboard space. Call 257^8271' for assistance. 

c. Te Icphones 

Of f i ce^^te lephcnes may not be used for personal calls. o 

d. Duplicating Services and cTassroom Supplies 

Ouplicati'ng services may be requisitioned from Secretarial 5ef=vices 
through the Office'' of Instruction (AO 208). For tests, instructors 
will supply clear legible copies one week in advance of date needed. 
Final examination copies should be submitted three weeks in adv^ince. 
For additional information you may call the Secretarial Services 
Center, 663~91^1 , extension 2^5. 

For classroom supplies, fill out requisitions in mail room^^For 
other supplies, see Department Chairman or contact Mr.,Wm. vega. 



FACILITIES (cont'd) • - " 

e. Test Scoring Machines 

A scoring machine for rap^id test grading is available at LACC 
in AD 220' until ^:30 P.M. an(J in FN 107 untj 1 10 P.M. Monfiay 
through Thursday./ .Students may purchase* the special test sheets 
at the Student Store. 

a 

f. Student Store 

The* books tore at LACC is open from 7:30 A.M. to 8:30 P.M. Monday 
through Thursday, and^ 7:30 A.M. to 3:15 P.M. on Friday. 
- 

PUBLICATIONS / . 

Under most circumstances you will receive bulletins through the mail. 
Read them carefully before you go to class. From time to ^tjme these 
bulletins will request that you make certain 'announcements to your 
classes. Your cooperati on i s essential as th'is is the primary means 
of communication with the off campus students. 

The schedule of classes is published prior to each semester <3nd 
slimmer session. The Los Angeles Collegian, the day campus news- 
prp^er, is published on Friday while Nite Nqws, an even ing pQbl i cat ion , 
is published on Monday only. ' . 

BULLETIN BOARD, FACULTY 

The faculty bulletin board is located in the mail room in the Admin- 
istration Building and is divided into several sections: Professional 
Information, Travel, Faculty Forum and Ads. Many items of interest 
to off campus instructors appear in all sections. 

EMPLOYMENT CONDITIONS ' * 

a. Pay and Assig'nment Limitations 

Hourly rate instructors are paid on a semester-hourly basis for the 
complete semester. There are five pay periods of four weeks each in 
a semester. The regular salary warrant for the first month of the 
semester should be received on the fifth Friday following the opening 
of the semester if the mstructor has been processed by the District 
prior to that time. Subsequent warrants will be received eveVy fourth 
Friday thereafter, - . 

Instructors ^re limited to a maximum of se^ven hours a week within the 
'Los Angeles Community College District. Please notify the college if 
you accept an assignment at another college within the District. 
Failure to do so will delay your salary war rant . \ 

Substitute pay is seldom received until .the second or third warrant 
after the substitute assignmeht. 



EMPLOYMENT CONDITIONS. ^ 

b. Change of address 

» 0 

Change of address or telephone number -should be reported* Immediately 
to the Office of Instruction. Occasions may arise when there is 
immediate need to get in touch with you. ' 

• 

c. Priority and Permanency of Assignment v * . . *-\ 

Teaching assignifcents are available only tgi qualified and properly 

credentialed instructors. If no qualified day faculty member is 

aval l^ab le ,^ other qualified applicants will be considered. * 

Qualifie'd regular day facu Ity. memjpers have priority for evening 

assignments. " ' , ' 

> 

A glas's must' have an enrollment of 20 students at the end of the regis- 
trat jon^peri od in order to continue. If your enrollment is down, your 

class ntay be canceled. If the enrollment is down in a day class and 

^that class is canceled, that instructor will have priority in assign- 

^ment to any scheduled evening class (within their field of competency)^' 

c 

d. Credentials 
* 

The responsi bi Hty for having a valid California Teaching Credential 
rests with the instructor; however, the Personnel Division may. remind 
instructors whose credentials are about to expire that renewal is 
necessary. Prompt attention to renewal will prevent delays in salary 
payments. 

e. Termination -r*-^ \ 

Any instructbr whos.e. assignment terminates. durjng the semester is to 
clear with the Office of Instruction (AD 208) before leaving. At the 
end of the Fafi Semester, instructors who are'not returning for the 
Spring Semester stteu Id 'check with the Office of Instruction as to the 
proper clear'ance procedure. ^ " ' • . 

At the end of each semester , al 1 instructors v^i 1 1 follow a regular 
check-out procedure which will be outlined in a bulletin. All accounts 
with the Studen.t Store, Library, and Business Office are to be cleared 
by the final week of the semester. ' ► » 

f. Retirement i)eductions * 

• Retifemejit deductions for hourly-rate ins}/ructors begin with the first 
hourly assignment of Ik or more* hours per pay period, and continue in 
succ^e^'ding semesters regardless of number of hours assigned. These 
deductions are fqr thS State. Teachers Retirement System. 



-5: 



11 



EMPL0'?ME|d_C0NDIJIONS , ' ' , 

g. Eligibi li ty/for Medical Insurance ' . - 

f{ourly instructors are not eligib'le for medical or. dental insurance. 

0 

TEXTBOOK AND DESK COPY POLICIES " 

0 

A. ' ^ Textbook Pol icy : All textbopks will be ordered by the Associated 

Student Store on campus. Textbook requi s i,ti ons will be submitted 
to the Student Store by B^)l Vega. No textbook Will appear on the 
reqsuisitions* withou.t having been' approved ^by the department chairman. 
Thd Student Store will only accept textbpok changes Authorized by the 
.depai'tfTient chairman and/or Bill Vega.' ^.Instructors who may want to 
add supplemental and recommended bookj'^must havQ the approval of the 
•department chairman. .A copy of each textbook is available in the 
Lfb-rary for library use only by faculty Vnd students. a 

B. Desk Copy Porl i^cy The Student ^Store prefers that> each individual 
^ instructor order his own^desk copy direct from the^ publisher. 

Desk Copy Request forms to be sent to the publishers are available 
jn the Student Store. If^ the instructor feels he does not have suffi'- 
cient tjme.to order and receive a desk xppy from the publisher, the 
Stiudent Store offers the service of allowing, the instructor to take 
his needed textbook .from their stock. A charge slip is written by 
the Student Store and*sig"ned by the instructor for the book. A Desk • 
Copy Request form is given the ins4:ructor, which must ie filled out 
and sent to each publisher: Upon receipt of the textbook from the 
publisher, the instructor must return it to the Stfudent Store to clear" 
his charge. (Publishers will not send desk copies directly to the ^ 
Student Store. V ' ^ > 

The Student Store requires that'all charges must be cla^^red 

(1) either upon the termination of an instructor, (2) at the end of 

the serpester jf the^. instructor is' only teaching one semester, or 

(3) before final check. out at the end of the school year. 

If at the, time of one of the above thpee' st'lpu lations , a copy* has 

nQt been received from the publi-sher by the Instructor, the charge 

must "be paid in casii. Upon receipt' of the book by the instructor 

after the charge has Been paid, the Student Store will give a full 

refund if the textbook is in saleable condition, and if the book is 

being used, or is. going to he used. . . ' 

The Student Store requires that for every desk copy taken from stock 
by the instructor a replacement must be returned to the Student Store 
in the same saleable condij:i< 
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INSTRUCTION 



1. ORIENTATION 



Usually a preschool orientation meeting for new off campus instructors 
is held before opening of the semester. Representatives from various 
offices will be available at the first orientation meeting to answer 
your questions. 

2. FIRST CLASS MEETING 

Be prepared to conduct a full class session the f i rs t ^even i ng ; classes; 
anevnot dismissed early. Giving important information from the begin- 
_ning encourages retention of students. It is suggested that an over- 
view of the course including the following points be given: 

a. A careful check on the proper placement of students 

b. Announce prerequ i«*s i tes for the course * 

c. Explain standards used to determine grades 

d. Announce attendance regulations 

e. Explain time schedule for classes and break times" 

f. Announce your aval labi 1 ioty for consultation 

^. State specific objectives of course, textbook required, and 
field trips required ' ^ ' • 

3. CLASS PERIODS ' ' . , o 

All classes meet at the time scheduled, '"lasses convene on the hour 
with a ten-mTnute break at the end of the'fi^fty minute period. Establish 
,a pattern of beginning yoiir^ classes promptly; students coming in late 
often disturb you and others in the class. 

Do not deviate from the published time schedule or move a class to a 
different meeting place without approval of the Off^e of Ini^tructlon. 

STUDENX ABS,|NQE NOTIFICATIONS • ' 

Student telephone Calls to the off campus site to report absen<;e cannot 
h.e accepted* Students absent for any reason may* report the reason to 
their instructors upon return, or may write to the instructor at the^ 
College campus. Please inform students riot to call the 'College.* 

5. GRADING • . ' • 

Gradjng practices of the off campus program are kept as uniform as 
possfble. Instructors will keep sufficient grades and data on students 
in the permanent^ roster to justify midterm and final gradesNfor each 
student. '^Only the fina*! grade is mailed to the student. 

•13/- 



5- GRADING (cont'd) , ■ 

I 

Students must take the final examination. Students missing the final 
exam or hot completing requirements may be given an Incomplete in V'eu 
of-^-grade-^t- the end^of— the-course-s — A-f ina4-gr-ade~wi4-l-be-efVte-r:ed_on 
the student's record if the incomplete work is made within three years 
of the date of the incomplete grade. 

6. CREOIT-NO CREDIT COURSES 

In certain courses, determined by department, a student may elect a 

credi t^noucredi t grade basis. Credit is equivalent to a letter gVade 

of ■•C" or better. The student is responsible for all assignments and ^ 

examinations and must meet the standards of the letter-grade students 
in the course. 

7. ' EXAMINATIONS ^ - 

Give sufficient number of quizzes and' examinations, andliest thoroughly 
each student: 's» grasp of the course content. All students are -to take 
the final examination. Usually a student is not to take the final at 
any other, time than that of the regular' examination schedule. 

8. * AUDITING 

Auditing is not permitted. No one may remai rf"' i n your class'unless , - 
properly enrolled. Requests to observe a class by individuals will need 
the -approval of the Office of Instruction. 

9. LIBRARY CLASS ASSIGNMENTS , , 

Let librarians have advance copies of your readi,ng lists or special 
assignments. They will set up a reservation procedure for your 
students. ' ^ \^ ' 

10. GUES=T SPEAKERS IN CLASSROOMS 

Guest speakers may be invited ^iim..iet your class. Secure approval' forms 
at least a week in advance from the^Office of Instruction. 

r.. FIELD TRHPS AND BUS TRANSPORTATION REQUESTS 

Field trips shoul'd be .planned at least two weeks in advance. Applica^ 
tion forms are available from the Office of Instruction. After field\ 
trip approval by department chairman and division dean, form must be 
turned' in to Business Office, Administration Bldg. Ill, in-order to 
recei\)e bus accommodations. Student, 1 iab i 1 i ty release forms should be^ 
signed and collected. . These forms are available from the 0/fice"of 
Instruction , AD 208. 
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12. TAPE RECORDING 1 N CLASSROOMS 

* * / 
It is unlawful for a student to use an electronic listening or 
recording device (tape recorder) in class without the consent of 
TRir^Co"lTe~genftdm-iTri*5trattom — EC 9202 



Staff members are cautioned that, according to advice from the County 
Counsel* s-Offi ce, ho administrator, faculty member, or other employee ^ ' 
of the. college should direct any student to make a tape recording of 
any other person or persons without their express permission. 

In cases where taping is part of a class assignment, it should be 
clear that the* student doing the taping is acting under his own 
volition if "an individual being taped objects. 

13. AUDIO VISUAL CENTER - FH 107 " 'Hours durjng regular school sessions; 

7:30 A.M. - 10:30 P.M. Monday through Thursday ! 

7:30 A.M. - 5:00 P.M. Friday 
' 9:00 A.M. - 1:00 P.M. Saturday 
The primary function of the Audio-Visual Center is to make' aval lable to 
members of the faculty equipment, fibns and other media, and services 
which wilThelp them do a more* ef f i cient job of teaching. It is located 
in Franklin Hall 10?' Phone: 663-91 ^1 , extens? on 3^1. 

Projectors, tape recorders, record players, closed circuit TV, video- 
tape recorders, public address systems, television sets, radios, etc.; 
may be available for class use -^t major sites. 

The media eol lection -consi sts af approximately 3000 items, including 
films, slides* audio tapes, fiimstrips,, transparencies, etc. New ^ 
material is l^ing added to the collection every semester. A catalog 
listihg.the material in the Center is available in FH 107; film catalog 
also on request. 

Requests for material should be, submitted as far in advance as possible, 
as some requests may be filled through *off-campus sources, and bookings 
may have to be made as much as six months ahead of scheduled showings. 
Many outside film sources make materials available to the college - - 
some are fre^ byt others must be rented. 

All members of the faculty are invited to visit the Center for informa- 
tion about material and equipment available, and for .in^struction, on its 
use. 
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1^. MEDIA CENTER - ON THE f:IRST FLOOR OF THE LIBRARY 

_ _ ' ^ 

Hours: "Monday tH rougli'Tfrursda^ 

and 

Friday 9:00 A.M. - 3:00 P.M. 

The Media Center serves faculty and students in the selection* 
and production of programmed materials to supplement classroom 
instruction. Such material is also aval labje to the student at 
the Center where he can learn and study inde|)endent ly , free of 
competition, and entirely at his own rate of speed. 

Materials are available in a variety of media: programmed text- 
books, audio tapes and cassettes, video tapes, filmstrips and 
film loops; special teaching machines are also available. 

Tapes of some of the guest Speakers on camfJlis are also available. 

Students and faculty are invited to visit the Center for orienta- 
tion concerning existing materials and service. For faculty 
members interested in setting up new teaching programs, the staff 
can assist in.evaluating , ordering and producing pertinent mater- 
ials. , . 



*> 

15. LEARNING SKILLS CENTER - FIRST FLOOR OF LIbI^ARY 
•» • » 

Hours: Monday through Thursday 8:00 A.M. - 9;00 P. M. 
and 

Friday 8:00 A.M.*- 5:00 P.M. 

The Learning Skills Center at LACC is an individualized instructional 
laboratory which offers assistance to students in (l) communication 
skills, including reading comprehension and speed, oral communications 
functional writing problems, study skills, spelling and vocabulary 
development and English, as a Second Language; (2) quantitative skills, 
including quantitative reasoning from basic arithmetic computations 
through trigonometry; and (3) tutoring in other college level courses 
from Algebra to Zoology. 
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16. LIBRARY 

Fall and Spring Semesters 
Monday through Thursday 
Fri day 

^-^tm.^^y _ 

The library contains more than 130,000 volumes on a wide variety of 
subjects, and current subscriptions to over 900 magazines and news- 
papers . 

Some titles are now in microform, and facilities for reading them are 
available in the Periodicals Center, 

Book Orders 

The order department, with the assistance of the library staff and the. 
active participation of the faculty, maintains the library's book 

collection, primarily selected to support and enrich the curri^culum. 

Orders may be submitted by members of the faculty at any time during 

the school year. Order cards and instructions for their completion are 
available in the library. 

Faculty Hold Shelf 

Books requested by faculty members are held for a limited time on a 
special shelf in the catalog department. These books include recently 
ordered books Wi ch h^ve been processed, and older titles for which 
'^searches" have beep requested. 

llTter-Library Loans 

The library can arrange for inter-library loans upon request to the 
reference librarian.. Faculty members who receive this service are 
expected to pay for any charges connected with tjie loan. 

New Books 

New books are on display on shelves surrounding the bookstack exit. 
Outside Book Chute » ^ 

When the library is closed, materials may be returned through the chute 
at southeast entrance at rfear of library. 



Hou rs : 

7:45 A.M. - 10:00 P.M. 

7:^5 A.M. - 8:00 P.M. 

9:00 A.M. ^ 1 :00 P.M. 



-Il- 
ly 



Periodicats Center 

The Periodicals Librarian should be notified In advance of any pro- 
posed class assignment which will require intensive use of materials 
from the Periodicals Center. 

Requests for adding new magazine titles to the Center should be^ 
received in the Spring when subscriptions are written. Delivery of the 
magazines will begin the following January. 



Reserve Books 

Members of the faculty who assign required reading for an entire class 
should arrange to have the material placed on rese^rve for limited 
circulation to assure availability for all of their students. 

Student Orientation 

A copy of the Li brary/Medi a Center Handbook for Students is available 
at the Reference Desk. A 20-minute tape-slide media pi^esentation on 
using the library may be checked out of Audio-VisuaJ , 663-91^1, extenr 
sion 3^1 > for use in the classroom. Should you wish your class to see 
this presentation in a group-study room in the library, contact the 
Reference Librarian (663-91^1, ext. ^06) . A self-guided tour of the 
library with multiple-choice questions is also available for incfividual 
pupil use. 

. ^Textbooks. 

One copy of each current textbook used in^the college is available for 
student and faculty consultation at the Reserve Book Counter. Yhey 
can be charged out for 2-hoUr use in the library. Be sure to notify 
the Reserve desk of any changes or, additions to the list provided by 
your department. 

*• 
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RECORDS ,AND REPORTS 



State laws, rules, and regulations make it necessary to submit 
prompt and accurate reports on attendance and grades. 

The Office of Admissions and the Office of Instruction are res-^- 
ponsible for gathering, collecting and finally reporting the data 
you submit to the various authorities. Since the procedures for 
repor^^ing may vary from semester to semester, detailed bulletins,- 
including due dates, wi Tl accompany each request for a report.^ 
The instructor should visit his mailbox before each class meeting'. 
A list of broadly stated procedures follows: \ 

1. CLASS SIZE REPORTS 

These are due after the first meeting during the first week and - 
after the second week of the semester. File a Class Size Report 
with the Office of Instruction, The minimum class size for the 
continuation of a course is 20 students in attendance, 

2. NEW STUDENTS 

You will receive a temporary class roster listing the registered 
students as of the .week prior to the begj nni ng. of 'the semeste^r. 
You may add additional students to your class. Give' the student a 
permi t-to-add card. This card must be filed by the student with 
the Office of Admission before Thursday of the second week of the 
semester. After the second week new students may be added to your, 
^class only by way of student petitions. Additional permi t-to-add 
cards may be obtained by contacting Mr. Vega at 257"8271 . 

3. STUDENT ROSTERS 

About the fourth or fifth week you will receive an alphabetized 
'^Permanent Class" roster which will be the official roll for the 
semester. A STUDENT WHO HAS BEEN^'REGULARLY ATTENDING BUT WHOSE 
NAME IS ABSENT FROM THE ROSTER MUST BE SENT TO THE ADMISSIONS 
OFFICE .TO CHECK HI5 ENROLLMENT STATUS. NO ONE WHOSE NAME IS AB- 
SENT FROM THE ROSTER CAN LEGALLY BE ALLOWED TO ATTEND THE CLASS. 

The "Permanent Class'* roster should be employed for grade and 
attendance records. The roster should be kept in the possession 
of the instructor for a reasonable length of time after the end 
of the semester. 



19 



A. EXCLUSION FOR NONATTENDANCE 



Students absent for as many hours as the class meets per week 
may be excluded for nonattendance. 

Students absent for two or mre consecutive' weeks of classes shouKd 
be excluded, for It ^seems unlikely that a person can be absent for 
nfiqre than 15^ of the semester class meetings and still be successful 
in the course* , 

5. GRADES 

A list of students who are eligible for grades will IJe issued for 
each class during the last week of the semester. The Instructor 
will record the grade and return , the list to the Office of Admiss- 
ions;. A bulletin from the Office 'describing the procedures will 
accompany the grade lists. 

It Is mandatory for aJJ_ of f -campus Instructors to return their 
final grade report to the Office of Admissions In person on or befor 
Friday, the last day of the semester. In addition, all off-campus 
instructors must be physically present at LACC Office of Instruction 
to complete the end of semester processing. „^ ^ 

See the College Catalog for Grading System, pp A-9 and -10. 
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STUDENT PERSONNEL SERVICES 



1. COUNSELING, AD 108 



The Counseling Office is open from 8:00 A.M. to 8:00 P.M. 
Monday through Thursday and from 8:00 A.M. to ^:00 P.M. pn 
Friday. Students are encouraged to make use of the many services 
offered by this department. It should be noted that these ser- 
vices are more easily provided during the semester rather than 
_at Jhe begi nni ng when many students are being programmed. 



Counseling will also be offered periodically at selected off- 
campus sites during the semester. Contact Caquese Chaffin at 
663-91^1, ext. 209 for the schedule. 

2. VETERANS' SERVICES, AD 109 

Information on Veterans* benefits may be obtained in the Veterans' 
Office, AD 109. > I 

3. ST UDENT EMPLOYMENT OFFICE , MUSIC BUILDING 131 

Hours: Monday through Friday 9:00 A.M. - 3:00 P.M. 
Monday evenings 5:00 P.M. - 9:00 P.M. 

k. FINANCIAL AIDS 

Students eligible and desiring financial aid should>visit the Financial 
Aids Office located in Room 126 in the Music Building. This office is 
open from 9:00 A.M. to 2:00 P.M. Monday through Friday. 
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